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Bankruptcy Case

Opening Procedure
(for Attorneys)

This is the procedure to open a bankruptcy case on CM/ECF. The case is a
chapter 7, no asset, with joint debtors.

STEP 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu
Bar. (See Figure 1.)

b2 N
UECF Bankruptcy +  Adversary + Query + Reports .« Utilities « Logout o_

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

1
EE F Bankruptcy + Adwversary « Query -+ Reports -« Utilities -« Logout ?

Bankruptcy Events
Answer(Invol or 304%General Objections/Eesponses/Eeples
Appeal
Clattn Actions
Creditor WMamtenance
File Claitng
Ifiscellaneous
Motions/Applications
Motices
Open a BE Case (Chp. 12's currently inactive)
Orders/Opimions..
Plan
Judee/Trustee Assion

Figure 2a

— For further information on each of these categories, click the
HELP icon on the CM/ECF Main Menu Bar (the question

mark, pictured below). That will bring up a help screen. (See
Figure 2b, next page.)
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Bankruptey Events

Zelect one of the menu options avalable and subsequent screens will prompt you for the
information recuired to;

Answer/Eesponse

File an answer, response, of reply to a motion/application m a
bankruptoy case.

|Appeal

|Pile an appeal to a case.

Batch Filings

File different documents to different (unrelated) cases at the same

time. (See also Mult-Case Docketing).

|Claim Actions

|Pile docurments related to claims that have already been filed.

Court Events

File documents or docket events (e g | utility events) to which only
court users have access.

Creditor Mantenance

Enter the names and addresses of creditors for a bankruptey case,
etther mdndually or by uploading a creditor matnz. Alse edit
creditors' names and addresses.

[File Claims

|Pile a clamm m a bankruptey case.

|Motionszpp]iu:ations

|Pile a motion or application to a banlouptcy case.

Figure 2b

— This screen gives you more information about the menu
selections. To see information for other options, scroll down

using the arrows

or scroll bar on the right. (See Figure 2c.)

Tulti-Case Docketing

File the same document to many unrelated cases at the same time
(the user must make sure that there is no case-specific information in

thiz document). (See alzo Batch Filings )

|Notiu:es

|Fjle a notice to a bankruptcy case.

|Open a BE Casze

|Opem’Reopen a Banleruptey Case.

|Ordersf0pinions

|File an order or an opimon to a bankruptcy case.

|Other

|File a mizcellaneous document to a bankruptey case.

[Plan

|Fjle aplan (e.g, Chapter 11 Plan) to a bankruptey case.

|Trusteer = Trustee

|Fjle a document related to the chapter trustee or the 1.5, Trustee.

Trustee's 341 Filings

Allows the chapter 7 trustee to specify the action to be docketed for
gach 341 meeting on a given date.

Updated 0230000 (BarkropteyEvents hira)

close |

Figure 2¢
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STEP 3

To close this help screen, click on the “X” in the top right
corner of the screen, or click on the [Close] box at the bottom
of the screen. This will return you to the Bankruptcy Events
screen. (See Figure 2a.)

At the Bankruptcy Events screen, click on the Open a BK
Case hyperlink. The Open New Bankruptcy Case screen will
display. (See Figure 3.)

EC =
UE F Bankruptcy -+ Adversary « Query -+ Reports - Utlities -« Logout ?

Open New Bankruptcy Case
For the Office Selection, please locate the county of
residence of the debtor(s) from the chart below.
Offices cover these counties:
Case Numher
Eau Claire  La Crosse Madison Wausau Superior
Barron Juneau Adams Lincoln Ashland
Office IEau Claire j' Buffalo La Crosse Columbia Marathon Bayfield
Burnett Monroe Crawford Oneida Douglas
. Chippewa Vernon Dane Portage Iron
Dateliled gLy 2002 Clark Viola (Town)  Grant Vilas
Dunn Green Wood
Eau Claire Towa
Chapt: I?' 'l
e Jackson Jefferson
Pepin Lafayette
. . Pierce Richland
Joint Petition In 'l
Polk Rock
Price Sauk
Rusk
Case Type Ibk 'l St. Croix
Sawyer
Taylor
Deficiencies Iy 'l Trempealean
Washhurn
Mext | Clear |

Figure 3

The case number is generated automatically and will be
presented on a later screen.

Select Office from the pick list or skip to accept the default.
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STEP 4

The current date is displayed in the Date Filed box.

Select the Chapter from the pick list box, or skip it if the
default is correct.

The default value for Joint Petition is n (no). For a Joint
filing, select y (yes).

NOTE: Non-debtor spouse information should be
reported on Schedule H.

The Case Type always defaults to bk. There is no other
option.

If there are any items missing from the petition, change the
Deficiencies box from n (no) to y (yes). A deficiency list will
then be presented on a later screen.

When this screen is correct, click on the [Next] button to
continue.

The SEARCH FOR A PARTY screen displays. (See Figure 4.)

T de ’)
UE F Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout ?

Open New Bankruptcy Case

Search for a party

SSN || TaxId
Last/Business name

Search | Clear |
Figure 4

This screen is for you to enter the parties on the case. Before
you add the debtor(s), or any party, you should search the
database to see if that party already exists in the database
from another case to eliminate duplicate records in the system.
You can search by Social Security Number, Tax Identification
Number, Last Name, or Business Name.
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NOTE:

You can enter the last name or the first few characters
of the last name to search the database. If this is a
business filing, enter the first word or significant words
of the business name to search. The entire business
name is stored in the Last/Business name field. The
field size is 80 characters.

The entire name of businesses resides in the
Last/Business field. Therefore, for business filings,
entering the first part of the name may be sufficient to
find a match.

Search Hints:

Enter one field of data for each search.

Format Social Security Number or Tax ID with hyphens.

Searching is case sensitive. (Smith, not smith)

Include punctuation. (O’Brien)

Try alternate search clues if your first search is not successful.
Partial names can be entered.

Wild cards (*) are not required at the end of search strings.

Wild cards may be used before or within search strings. (*son, Gr?y)
A question mark (?) represents a wild card for one character only.
An asterisk (*) is a wild card for any number (or none) characters.
The asterisk * should not be used by itself. It will search ALL records in the database
and use unnecessary system resources.

— Enter the debtor’s last name in the Last/Business name field
or enter the debtor’s Social Security Number in the SSN field
and click on the [Search] button to continue.

STEP 5 If there are no matches, the system will return a No Person
Found
message (See EECF Bankruptcy + Adversary + Query + Reports « Utiliies + Logout ?
Figure 5) Search for a party
SSM I Tax Id I
Last/Business name I
Search | Clearl
Party search results

No person found.

Create new party |

Figure 5
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— Once you have tried alternative searches and determined that
the party is not already on the database, you can add them to
the database. Click [Create New Party].

STEP 6 The PARTY INFORMATION screen displays. (See Figure 6.)

= C 2
UE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout o_

Party Information
Last name |Dan1els First name |
MMiddle name l— Generation | Title |
SN |—222.11.1234 Tax ID l—
Office | Address1 |
Address 2 | Address 3 |
City I— State I_ Zip I—
County I—LI Country li
Phone l— Fax l—
E-mail |
ProSe m Role lm
Party text |
R R 5,
Submitl Cancell Clearl
Figure 6

— Enter the debtor's Name, Social Security Number (or Tax
I.D. Number), and Address information in the appropriate
boxes.

— Select the debtor’'s County of residence from the pick list.

NOTE: Type the first letter of the county name for a faster
search.

— Choose y (yes) or n (no) for pro se designation. The default is
n (no).
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STEP 7

Expand the Role Type selection pick list box by clicking on the
down arrow —, and selecting Debtor.

Enter further descriptive text in the Party Text field, if
appropriate. (Ex.: A Connecticut Corporation, Guardian of the

State, etc.)

It is not necessary to add the attorney representing the debtor.
Because you are an attorney, your name will be linked to the
party you are representing automatically at the end of this
transaction. Your login will furnish your attorney information to

the system.

If the party has an alias, click the [Alias] button.

The ALIAS screen appears. (See Figure 7.)

EEC F Bankruptcy + Adversary + Query + Reports -« Utilities + Logout ‘?
Alias Information (Party Danels, Dale 4
| LastBusinessname |  Firstname  |Middle name |Generation| Role
’T“Daniels [pavid] “ “ i|aka =l
1l [ [ [ [ o
[ ]] I | I = =
A [ I [ [ =
51l [ | [ [ o
Add aliases | Clear | Click the Add aliases button to retuen to the Party screen and submit all information for this party.

Figure 7

You can enter up to five alias records on this screen. Alias
Role selections include aka, dba, fdba, fka.

Click on the [Add aliases] button.

NOTE:

If the party has more than 5 aliases, click on the

[Alias] button again and repeat the process as

many times as needed.
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STEP 8

The PARTY INFORMATION screen appears once more. (See
Figure 8a.)

EE F Bankruptcy «  Adversary « Query « Reports « Utilities + Logout

Party Information
Last name Ibaniels First name IDalE
Middle name IA.— Generation I Title I
SSN Mm.n.um TaxID I—
Office | Address 1 [15103 Sun Trail Drive
Address 2 | Address3 |
City [Pleasentville State [or | Zip [satos
County Im Country I—
Phone lm Fax l—
E-mail |
ProSe |no [ Ruole lm
Party text |
JUCCE ;T B
Submitl Cancell Clearl
Figure 8a

At any time, clicking on the [Review] button presents a screen

summarizing the attorney and alias activity for this debtor. (See
Figure 8b.)

EE F Bankruptcy « Adversary + Query + Reports « Utilities + Logout
| Attormey(s) added:

Meone added.

Alias(s) added:
¥ Daniels, Darid (aka)

Return to Party screen | Clear | Uncheck to remove from list.

Figure 8b

Verify the information.

Be careful of the [Clear] button. You could accidentally delete
information.

Click on the [Return to Party Screen] button to continue.
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STEP 9

STEP 10

The PARTY INFORMATION screen will return again. (See
Figure 8a.)

If you are finished adding information for this new party, click
on the [Submit] button to continue with Case Opening.

If this were a joint filing, a JOINT DEBTOR PARTY screen
would appear next. (See Figure 10a.) You will be given the
option to search the database for the joint debtor.

= 2
UEC F Bankruptcy + Adversary +« Query + Reports « Utilities + Logout o_
Open New Bankruptcy Case

Search for a party {joint debtor)

S8 I Tax Id I
Last/Business name I

Search | Clear

End party selection |

Figure 10a

If there are no matches, the system will return a No Person
Found message. (See Figure 10b.)

Y
EE F Bankruptcy + Adversary + Query + Reports « Utilities + Logout ?

Search for a party (joint debtor)

SSN || TaxId I
Last/Business name

Search | Clear

Party search results
INo person found.

7 Copy previous party's address

Create new party |
Figure 10b

Once you have tried alternative searches and determined that
the party is not already on the database, you can add them to
the database. Click [Create New Party]. You are given the
option to copy the previous party’s address information by
checking the Copy previous party’s address box.
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— The PARTY INFORMATION SCREEN appears. (See Figure
10c.)

= =
UE F Bankruptcy + Adversary + Query « Reports « Utilities + Logout ?

Party Information
Last name IDanlels First name IPatr1c1a
Middle name IA.— Generation I Title I
sSN [ i TaxID [
Office | Address 1 15103 Sun Trail Drive
Address2 | Address 3 |
City [Fieasamreiiie sate [T mp s
County Im Country l—
Phone Im Fax I—
E-mail |
ProSe lﬂ QT Ioint Debtor
Party text |
JEETEC TS et
Submitl Cancell Clearl
Figure 10c

— Enter the joint debtor's Name, Social Security Number (or
Tax I.D. Number), and address (if not already filled in)
information in the appropriate boxes.

— Select the debtor’'s County of residence from the pick list.

NOTE: Type the first letter of the county name for a faster
search.

— Choose y (yes) or n (no) for pro se designation. The default is
n (no).

— Expand the Role Type selection pick list box by clicking on the
down arrow —, and selecting Joint Debtor.

— Enter further descriptive text in the Party Text field, if
appropriate. (Ex.: A Connecticut Corporation, Guardian of the
State, etc.)

— Follow STEPS 7, 8, and 9 to complete entering information for
this joint debtor.
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STEP 11  The STATISTICAL DATA screen appears next. (See Figure 11.)

ZE

Open New Bankruptcy Case

.1
Bankruptcy + Adversary + Query + Reports « Utilities + Logout Q_

Type of debtor ¥ iln

diiduall [ Corporation 17 Partnership © Other
[T Ralroad I Stockbroker T Commodity Broker

Fee status IF‘aid 'l
Nature of deht Iconsumer 'l
Voluntary Ivo\umary -

Asset notice INn vl
Estimated number of creditors |1-15 hd

Estimated assets |$D-$SD,DDD j
Origin IOrigina\ b | J
Estimated debts |1 $0-$50,000 hd
Date split/transfer I
Mext Clear |
Figure 11

— Select the Type of Debtor by clicking in the appropriate box.

— Fee Status values are Paid and Installment. If the petition is
accompanied by an Application to Pay Filing Fees in
Installments, choose Installment from the pick list.

— Designate the Nature of Debt as Consumer or Business.

Chapter 13 cases must ALWAYS be entered as
“‘consumer”; Chapters 9 and 12 must ALWAYS be
entered as “business.”

If the Chapter 7 or Chapter 11 petition page is marked
as “consumer,” but there is a business association, such
as “dba” on the petition, Schedule I, or the Statement of
Affairs, the Nature of Debt should be “business,” and
the Type of Debtor should be “Individual.”

— The default value is for a Voluntary Petition.

— Enter the correct Origin code from the values Original, First
Reopen, Second Reopen, Third Reopen, Split or Inter-District
Transfer. No action is necessary if this is the first filing; the
default value of Original is correct.
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If a value other than Original is selected, the user will be
presented with another pick list on the following screen.

— Date Split/Transfer is only necessary when a joint debtor
splits from the original case or if this case was transferred in
from another district.

— Choose y (yes) or n (no) for Asset notice designation.

. Chapter 11, 12, and 13 cases are ALWAYS entered as
“‘Asset.”

— Select the range of Estimated Creditors from the pick list.
— Select the correct dollar range for Estimated Assets.
— Select the correct dollar range for Estimated Debts.

— Click [Next] to continue.
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STEP 12

NOTE: This list will vary by chapter.

If you selected y for Deficiencies on the Case Data screen,
the Chapter 7 DEFICIENCY LIST screen appears. (See Figure

12.)

D eficiency List

" Dh. Sig. re: Relief Av.
[ Aty Sign. Exhibit B

™ Aty Sign. Page 2

" Summary of Schedules
I Schedule A

I Schedule B

I Schedule C

I Schedule D

I Schedule E

I Schedule F

™ Schedule G

™ Schedule H

" Schedule I

™ Schedule J

" Schedules A-J

" Stmt. of Fin. Affairs

I List of All Creditors

Mext Clear

Figure 12

Chack item(s) NOT included in the petition

" Aty Disclosure Stmt.

Place a check mark in each check box for each item that is not
included with this petition by clicking on it with your mouse.

Click [Next] to continue.
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STEP 13 The PDF DOCUMENT SELECTION screen appears. (See
Figure 13a.)

= C ]
UE F Bankruptcy « Adversary + Query + Reports + Utilites + Logout ?

Open New Bankruptcy Case

Select the pdf document (for example: CA199cw501-21 pdf).

Filename

I Browse... |
|Attack ts to D t: & o O Yes

Mext | Clear |
Figure 13a

NOTE: This screen is used for associating the imaged document
with this entry. Attorneys must enter the path and name of
a PDF (portable document format) document here.

— Click [Browse], then click on the down arrow — for the Files
of type field.

— In the drop-down box, click on All Files (*.*).

— Navigate to the directory where the appropriate PDF file is
located.

— Highlight the file.

« To make certain you are about to associate the correct
PDF file for this entry, right-click on the filename with your
mouse and select Open. (See Figure 13b.)



U.S. Bankruptcy Court, WI-Western 7/15/02

CM/ECF BK Case Opening - Page 15

File Upload

7] ]

Look in: | (=3 echpdis = _| !I _| I__I

E Mation to Use Cazh Collateral E Order of Discharge

'@ Motice of 341 Meeting of Creditors wﬁelecl

'@ Matice of .-f‘-.ppeal

B ot of moton B —
'@ Matice of Objection ta Claim '@ Pre Erint
E Objection to Claim E Prc N Netware Capy... -
LI | Scan with Morton Antiirus “
. — Corel Yerzions 3
File name: |F'et|t||:|n
Send To 3
Files of tpe: |41l Files [%)
Cut |
f— |

Figure 13b

This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

Close or minimize the Adobe application and if that is the

correct file, click Open on the File Upload dialogue box.
(See Figure 13c.)

File Upload EE
Look jn: I {2l ecfpdfs j | | chil |
E Mation to Use Cash Collateral 'E Order of Discharge 'E
'E Motice of 341 Meeting of Creditors ‘Petition E
'E Matice of Appeal ﬂ Flan E
E Motice of rotion E Frelirminan PreT rial Order E
'E Maotice of Objection to Claim ﬂ FreTrial Order E
'@ Objection ta Claim '@ Froceeding Memo E
KN | i3
File narne: IPEtitiDﬁ Opet
Files of type: |m| Filess [%.%] =] Cancel
o

Figure 13c
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STEP 14

If there are no attachments to the petition, leave the radio
button indicating No. If there are attachments, click on the
radio button indicating Yes. For further information on
attachments, click the HELP icon on the CM/ECF Main Menu
Bar.

Click [Next] to continue.

The INCOMPLETE FILINGS DEADLINE screen is displayed
next. (See Figure 14.)

r=seee ... .. &
UE F Bankruptcy + Adversary +« Query + Reports + Utilities + Logout ?

Open New Bankruptcy Case

Incomplete Filings due date: 01/31/2002

Figure 14

The deadlines for missing documents are calculated from the
file date and refers to the missing Schedules A-J in this
example. This will print on the final docket text and will be a
schedule record for queries and reports.

The Statement of Intent deadline may appear on this screen
also. The Court will monitor these deadlines for compliance
and will verify deficiencies.

Click on the [Next] button to continue.
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STEP 15 The Filing Fee screen will appear next, prompting the user for
a receipt number (See Figure 15.)

= 5]
UEC F Bankruptcy +  Adversary + Query + Reports -« Utilities -+ Logout o_
Open New Bankruptcy Case

For Receipt #, Enter CC for Credit Card or Ins for Installment Payment.

Be sure to run the Judge/Trustee Assign option next.

Eecept #: ICC| [Fee SIZUU

Mext | Clear |

Figure 15

— If the filing fee is being paid by credit card, enter “CC” in the
Receipt # field. If the filing fee is being paid by installments,

enter “Ins” in the Receipt # field. DO NOT change the default
filing fee.

— Click [Next] to continue.

STEP 16 The MODIFY DOCKET TEXT screen displays. (See Figure 16.)

EE F Bankruptcy + Adversary + Query =+ Reports - Utilities -+ Logout
Open New Bankruptcy Case

Docket Text: Modify as Appropriate.

Chapter 7 Voluntary Petition | . Receipt Number CC, Fee
Amount $200. Filed by Dale A. Daniels . Schedules A-J due 1/31/2002. (Williams, Bruce)

Figure 16

— A supplemental text box will display to add more detail to the
docket text. If necessary, add detail to the final text.

— Click [Next] to continue.
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STEP 17 The FINAL TEXT EDITING screen displays. (See Figure 17.)

EECF Bankruptcy + Adversary + Query + Reports «+ Utilities + Logout
Open New Bankruptcy Case

Docket Text: Final Text

Chapter 7 Voluntary Petition. Receipt Number CC, Fee Amount $200. Filed by Dale A.
Daniels. Schedules A-J due 1/31/2002. (Williams, Bruce)

Warning!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear |

Figure 17

— Proof this screen carefully! This is what will print on the docket
sheet.

— If the docket text is incorrect, click the browser [Back] button
at the top of the screen one or more times to find the screen to
be modified, make the correction, and continue through the
event.

— To abort or restart the transaction, click on the Bankruptcy
hyperlink on the CM/ECF Main Menu Bar. Although this can
be done at any time, this is your last opportunity to change the
event.

— The case number will now be assigned. Click [Next] to
continue.
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STEP 18 The NOTICE OF ELECTRONIC FILING screen is then
generated. (See Figure 18.)

= c -
UE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?

Open New Bankruptcy Case
MNotice of Bankruptey Case Filing

The following transaction was received from Williams, Bruce on 111672002 at 4:08 PI CST

Case Name:

Case Number: 1-02-10001

Document Number: 1

Docket Text:

Chapter 7 Voluntary Petition. Receipt Humber CC, Fee Amount $200. Filed by Dale & Daniels. Schedules A-T due 1/31/2002,
(Wilhams, Bruce)

The followmg document(s) are associated with this transaction:

Document description:Iain Document

Original filename:T/ecfhdfs/Fetition pdf

Electronic document Stamp:

[STAMP wiwh Stamp_ID=1007674467 [Date=1/16/2002] [FileMumber=10261-0] [
T0ea?7e805cEc 1daf5208d53 2730 9c2eadd 595ch TAfaf2abd 3082224063206 9ad28
57f565aB4a2d 102dfcd d05328225d3fb 1 2ff5e Te 5d97f24 3 1falabbiT 1]]

1-02-10001 Notice will be electronically mailed to:

Bruce Williams

1-02-10001 Notice will not be electronically mailed to:

Figure 18

— The Notice of Electronic Filing is the verification that the
filing has been sent electronically to the court’s database. It
certifies that the petition is now an official court document.

— Make a note of the case number, which appears in blue.
Clicking on the case number hyperlink will display the docket
report for this case.

— Clicking on the document number hyperlink 1 will display the
PDF image of the petition just filed.

— The Notice of Bankruptcy Case Filing hyperlink appears at the
top of the Notice of Electronic Filing. Clicking on this hyperlink
reveals a notice summarizing the pertinent details and
participants of this case. (See Figure 19.)

NOTE: You must enter the PACER login and password to view any
documents or reports or perform any queries.



U.S. Bankruptcy Court, WI-Western 7/15/02 CM/ECF BK Case Opening - Page 20

STEP 19

If you click on the Notice of Bankruptcy Case Filing
hyperlink at the top of the Notice of Electronic Filing, the
Notice of Bankruptcy Case Filing will be displayed. This
notice summarizes the pertinent details and participants of
this case. (See Figure 19.)

= C 3
UE F Bankruptcy « Adversary + Query + Reports -« Utilities + Logout ?

United States Banlkruptcy Court
WIWE TEST DataBase

05 BANK R
Notice of Bankruptcy Case Filing Gﬁh %
A bankruptey case concerning the debtor(s) listed below was filed under g " %;3
Chapter 7 of the United States Banleruptey Code on 01/16/2002 at 4:08 * Pl *
PML

Dale A. Daniels
15103 Zun Trail Drive
Fleasantwille, WT 54103
ST 301-42-6561

W \%\
g Drhufﬂ &

The case was filed by the debtor's attorney

Bruce Williams
Williams & Baronofsky
555 Huntngton Place
Eau Clare, WT 54701

The case was assigned case number 02-10001

The filing of a bankruptcy case automatically stays certam actions agamst the debtor and the debtor's property. If wou attempt to
collect a debt or take other action in wiclation of the Bankruptey Code, you may be penalized

I vou would like to view the bankruptcy petition and other documents filed by the debtor, they are available at our Jrfervnst homd
page www. wiw uscourts. gov or at the Clerk's Office 120 North Henry Street; Madison, "W 53703-2559.

You may be a creditor of the debtor. It 30, you will recewe an addibonal notice from the court sethmg forth imp ortant deadlnes.

Marcia M. Anderson

Mol TT 0 Domalrmmamdnme £ ek

Figure 19

This certification was created in addition to the initial notice of
filing. It also displays the debtor(s), attorney, trustee, case
number, time, and filed date of the case opening information.
It can be used to notice creditors as an official notice of stay
besides the 341 Meeting Notice to stop foreclosures and other
creditor actions. It may be saved or printed at the time of
filing.

The Notice of Bankruptcy is also available for viewing or
printing through the Query Main Menu Bar selection.

To print a copy of this notice, click the browser [Print] button
or icon.
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— To save a copy of this receipt, click [File] on the browser
menu bar and select Save Frame As.

NOTE:

STEP 20

STEP 21

STEP 22

If this case had been opened by the court, the time stamp
would not appear on the seal. It appears only for cases
opened electronically by non-court users.

After you have opened all of the new cases on a particular
day, it will be necessary to upload the creditor matrices.
Refer to the instructions entitled “Uploading a Creditor
Matrix.”

After you have opened all of the new cases on a particular
day, it will be necessary to assign the Judge and Trustee to
the cases. Refer to the instructions entitled “Assigning
Judge/Trustee.”

File the signed original Declaration Re: Electronic Filing
with the court within five days of filing the Petition. Note:
This form is required to authenticate the debtor’s electronic
signature and must be hand-signed by the debtor and
debtor’s attorney prior to filing the Petition.
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